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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

STATINTL ADHINTSTRATIVE INSTRUCTION 3 30 June 1948
HO.

SUBJECT: Basis for Personnel Actions

1. It is my desire that each Assistant Director and Staff
Chief assume personal responsibility to dinsure against any per-
sonnel actions affecting individuals under their supervision
which are not based purely on relative merit.

STATINTL
» 24 already emphasized, in Administrative Instruc-
tion No.* the lmportance of relative merit in connsction
.with promotlons. I desire, however, that emphasis on merit
extend throughout all matters, including procurement, assign-
ments to duty, work allocations, leave determinations s etc,
3. Merit shall be considered as inecluding:
Demonstrated ability
Industry
Personal integrity
Loyalty
Comparative length of service
Promptness of agtion
Comparative general efficiency
- be In order to insure adequate compliance with this policy,
it will be incumbent upon each Agsistent Director and Staff Chief
to become sd thoroughly familiar with the personnel of his organe
ization and their utilization that he will be able to recognize
any contrary tendency and take appropriate action inmediately.
~ STATINTL

. . J
- kear Admiral, USN .
Director of Central Intelligence.
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SURJECT: Dasis for por'sonnel Jctions
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le It i3 my desire that vach \salatant Director and Staff
Chief usaurw poraonal responaibility to inaure against any pors ;
sonnel actions affecting individuals under their supoervision [
which are not based purely on relative marit. o

2. I have already emphasispd, in Adainistrative Inntruce A ‘
tion No. [l the tnportance of relative merit in conrection f ;
with promotions. I desire, howover, that emphinis on rerit i
extond throughout all mattera, inoluding procurenont, asaigne : ‘
mants to duty, work nllocations, lvave deternimntions, wtcs

3. Merit shall be considerod ns inéludlnm

Denonstrated ability
Induatry

' Porsonal integrity

' loyalty
Couparative length of service
Promptness of action
Comparative general efficioncy

e In order to insure adequate compliance with this pelicy,
1t will be incusbent upon oach Assiatant Director and Staff Chief
t becoms aa thoroughly familiar with the personne) of his organe Lo -
ization and their utilisation that he will bu able to recognise ‘ o
“any contrary tendancy and take appropriate action iumedintely. : e

[] []
Hear Admiral, USN K
‘Direotor of Central Intelligence : i
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MEMORANDUM FOR:  ASSISTANT DIRECTOR FOR SPECIAL OPERATIONS
ASSISTANT DIRECTOR FOR OPERATIONS
ASSISTANT DIRECTOR FOR REFORTS AND ESTIMATES
ASSISTANT DIRECTOR FOR COLLECTION AND DISSEMINATICN
CHIEF, INTERDEPAREMENTAL COORDINATING AND PLANNING STAFF

SUBJZCT: ‘Policy for Governing Classification of rositions in CIG

1. The following pglicy has been proposed to, and approved
by, the Deputy Direotor of Central Intelligence in connection with establishing
firmm clasifications of positions im CIGs

&. An extensive program of position classification and reclassification
is now under way in CIG, which will involve two major problems:

(1) Istablishment of positions with the Civil Service Commission
which have previously been handled on a special hasis,
without formal classification. ‘

(2) Reclassification of positions previously established with
the Civil Service Commission prior to development of current
.CIG organizational structure and operating policies.

b. As formal clasifications are uﬁblhhod on a current basis, down-
grading problems will develop for three categories of individuals:

(1) Those whose positions now have a formal Civil Service Com-
nisrcion classification at a higher grade than will be
‘autuorized upon resurvey. :

(2) Those whose positions have been established by CIG, under
special circumstances, at & higher grade than will be
authorized by the Civil Service Comniusion when presented
for formal approval. .

(3) Those who have been hired at the top pay rate of a lower
' &rade than the position held in another Government agency
at time of transfer.

6. A further problem will arise when all positions have been formally
establighed with the Civil Service Commission inwolving pey rates
for individuals wvho mey be later thansferred from other Government
departments to CIG positions in lower grade classifications than

those held in the department from which transferred.

~d. The CIG policy covering employment and reclassification of
individuals for positions newly established or reclassified by ‘
She Civil Service Commission will be;
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- nature mentioned herein arise in your Office.
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(1) Newly employed individuale from other than Government
agencies will enter on daty at the bace pay rate of the
grade and position for which emplayed.

(2) Individuals who have been enployed previcusly under special
circumstances to fill positions not yet established with
the Civil Service Comnission will be regraded, if
of pey rate is involved, to the base pay rate of the frade
acd pesition establinhed by the Civil Service Commission,

(3) Individuals who hold positioms previously clasified by the
Civil Service Commission at a higher grade than authorized
upon resurvey will be downgraded to the newly established
grade. Pay rates in the lower grade may be at any - .
authorized within-grade level recommended by the using activity.

(4) Policy statcd in (3) above will also govern pay rates of
‘ those individuals previously or lafer transferred from

another Government agency where they have held higher -
&rades than thogse to which trnnsferred in CIG.

(5) Nothing contained in thig policy ehall be in conflict with
established rules or regulations pertaining to rates of pay.

e. In emergency ccees involving very special ciroumstances, recommenda~
$ions may be submitted to the Executive Director, through the Chief,
Persounel Division, P & A Branch, for exceptions to the policy
stated in Paragraph d(2) above. ’

f. The employment of any individual in any teaporary polition for the
purpose of establishing a higher rate of pay and later iransfer to
a lower grade position for permanent assignment is prohibited.

The Advisor for Management will make periodic checks to imsure
‘complisnce withthis provision. '

2. This information is forwarded to you in order that every : i‘
possible assistance may be given to the p anel Division when problems of the ‘

STATINTL

- Exeoutive for Fersonnel and Adminilt_ntton
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CENTRAL INTELLIGENCE AGENCY -

ADHINISTRATIVE INS'IRUGTION ‘ 30 June 1948
0. , ‘

SUBJECT: Basis for Personnel lLictions

l. It is my desire that each Assistant Director and Staff
Chief assume personal responsibility to insure against any per-
sonnel actions affecting individuals under their supervision
which are not based purely on relative merit.

2. I have already emphasized, in Administrative Instiuce
tion M the importance of relabive merit in connection
with promovions. I desire, however, that emphasis on merit
extend throughout all matters, including procurement, assign-.
ments to duty, work allocations, leave determinations, etce

*3. Merit shall be considered as including:

Deronstrated ability
Industry

; : , Personal integrity

: Loyalty
Comparative length of service
Promptness of action
Comparative general e.fflclency

‘ L. 1In order to insure adequate complience with this policy;
it will be incumbent upon each Assistant Director and Staff Chief

. to become sd thoroughly familiar with the personnel of his organ
ization and their utilization that he will be able to recognize
any -contrary tendency and talke appropriate action immediately.

Rear Admiral, USN
Director of Central In‘belllgence
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